PREFACE
During this project, I collaborated with team of Southern Methodist University students enrolled in the Project Management course at the Cox School of Business. In order to benefit the International Rescue Committee (the IRC), we hosted a computer hardware drive and provided a class on technology literacy and English as a Second Language (ESL) to refugee participants. I, along with two other team members, received a grant under the SMU Engaged Learning Fellowship (ELF) to help fund the project. These funds covered the cost of some computer units and the Rosetta Stone English language software. A total of 11 participants and their families benefitted from the donations, and they were able to take their laptops with them at the end of the class, expediting their English learning from the comfort and convenience of their homes.
As the Outreach Coordinator, I was primarily responsible for creating and managing a network comprised of our donors, hardware suppliers, and grant providers. I contacted corporations and small companies for computer hardware donations and created a business relationship between the IRC and companies who donated in order to encourage future support of the IRC's fundraising endeavors. Furthermore, I guided the team through the training process mandated by the International Review Board (an organization that works with ELF students in order to train those handling sensitive people groups). Furthermore, I handled the bulk software purchase covered by the grant, working with a Rosetta Stone Opportunity Development Specialist to process a tax exemption, assisting the affordability of more computers.
Regarding promotion and media outreach, I planned the promotional aspects (flyers, media placement, etc) of our small hardware drive, which took place on the SMU campus. Furthermore, I was the point of contact for our KERA media outreach. Coverage by KERA news drew additional donor interest and the project was extended into the Spring 2017 semester with a new ESL class in April. I was also in charge of facilitating participant feedback following the actual class at the IRC, such that my team and I could understand how well we met the participants' needs and how well the class was conducted. We used this feedback to evaluate what strengths and weaknesses our project had. At the end of the Project Management course, we submitted a project portfolio deliverable covering the planning process and execution of the project in detail. The contents of this project portfolio begin on the next page, and the project results and takeaways are reviewed in the Retrospective Report under Appendix H. 
APPROVAL OF THE FINAL DOCUMENT
The signatories in Figure 1 below confirm that this document will serve as the Project Plan Document for the Dallas Refugee Engagement Project (D-REP). This is not a static contract. Both the project manager(s) and sponsor(s) recognize that the content of this document will serve as the scope, cost, and schedule BASELINE for the project. Subsequent changes will be agreed upon by the sponsor, project manager(s), and professor. 
INTRODUCTION Purpose of Project Plan
The project plan document serves as a formal report that enables our sponsor and professor to set agreedupon expectation levels for the project. Moreover, it enables our team to monitor our progress throughout the execution phase. In this document, the project's goals, objectives, obstacles, challenges, risks, timeline, and schedule are outlined. This document also uses outputs of other planning activities to create a consistent, coherent representation of the project baseline. 
Acronyms and Definitions

EXECUTIVE SUMMARY
The purpose of this project is to facilitate continued language training for refugees in Dallas by raising awareness in the community about the importance of technology to refugees, with hope to increase technology donations, finding the best ESL software that fits the needs of refugees in this area and making it accessible to refugees, and providing technological literacy training to refugees.
The main deliverables include ESL software installed on functioning hardware for use by refugees, an awareness campaign about the importance of technology in refugee integration, and a final training presentation for the refugees on the use of ESL software. These will assist the IRC with their goal to improve refugee engagement and welfare. The refugees, our end-users, will benefit from the hardware and software provided, as well as from the ESL software training session, which will improve their English language skills and integration into the USA through use of technology.
The project planning will start in September 2016, and the awareness campaign and donation drives will continue through October. During October our team, Public Equity, will also research to acquire suitable ESL software, and we expect that all hardware donations will be collected by the first week of November. By the second week of November, the hardware will be prepared for use, and ESL and security software will be installed. The training session for the refugees at the IRC will be held on:
November 19, 2016 from 12:30 p.m. to 2:30 p.m. The International Rescue Committee 6500 Greenville Avenue, Dallas TX 75206 Post-event activities (including feedback sessions) will be finished by April 2017.
As of now, D-REP has a cost estimate of $6000 for use in raising awareness through campaigns, to acquire hardware and ESL software through donations and purchases, and to prepare and conduct a training session for the refugees on the use of the new technology. The main expenditures consist of ESL software, which can cost up to about $200 per unit, and Operating Software, costing up to $50 per unit. Additional laptop purchases will cost up to $200 per unit. Public Equity has also budgeted for food catering to provide lunch for the participants.
The success of D-REP is based on the assumption that access to ESL software and training will be beneficial to the refugees' integration and engagement in the DFW area. Currently identified positive risks for the project include media coverage and donations exceeding capacity, while negative risks include gathering too few donations and technical difficulties during the event.
PROJECT SCOPE Project Objective Statement
In order to help the IRC refugees improve their English and technology literacy, we will provide the hardware, software, and informational necessities to empower them to take their education into their own hands. This will be done by providing a minimum of 5 computers gained through donation drives, supplying a self-paced ESL learning software program and an anti-virus software for the computers, performing an ESL training seminar on November 19, 2016 for 10-20 refugees, helping to build a network between the IRC and businesses in the DFW area. 
Project Flexibility
Critical Success Criteria
The following criteria will determine the success of D-REP:  A minimum of five computers is acquired and prepared for use for refugees before the training event  ESL software is installed on the devices  A 30 minute presentation is conducted about the use of the hardware and ESL software Feedback from Alex Laywell that 6/10 refugees in attendance found the training session helpful
Out-of-Scope
Because they are considered out of scope for the project, Public Equity will not be responsible for holding fundraising events for the IRC (all money from donations will be invested into acquisition of hardware and software for refugees), conducting regular technology training sessions, recruiting attendees for the training event, arranging the venue of training event, providing transport or translation services for attendees, the maintenance and upkeep of the acquired hardware and software past the training session, or equipping the venue with audio-visual resources (e.g.: a projector).
ACTION PLAN AND NETWORK DIAGRAM Action Plan
The Action Plan for D-REP in Figure 4 showcases the 19 critical steps and actions that are included in this project. It includes the Durations, Early and Late Start and Finish times, as well as Slack and Free Float for every activity. Dependencies between activities are also shown. The following is a portion of the project's Action Plan. The complete Action Plan is in Appendix B. 
MAJOR MILESTONES AND SCHEDULE
Major Milestones
The following in Figure 6 are milestones for D-REP and anticipated completion dates: Figure 6 Gantt Schedule
The Gantt Schedule outlines all elements of the project listed in the WBS. A detailed schedule for D-REP has been formulated and it reflects the work breakdown structure. The chart has breaks in it to condense space and can be followed with the breaks in the axes. One point of emphasis in the schedule is the duration of computer collections. Computer collections are critical to our project, and we need to allocate significant resources to that activity in order to prevent delay of the project. Beyond that, we have minor tasks and reflections upon our project that are critical for us to evaluate. The Gantt Schedule for D-REP can be found in Appendix D.
PROJECT ORGANIZATION AND RESPONSIBILITIES Stakeholders
There are three Primary Stakeholders of D-REP, as seen in Figure 7 below. First, Team Public Equity gains the intangible benefits of project management experience in working with the IRC and the enjoyment in helping refugees. Second, the refugees at the IRC gain the tangible benefit of new computers and the intangible benefits of improving their English and technological literacy through use of ESL software. Finally, the IRC has the tangible benefit of the computer hardware donations along with the ESL software. They also receive the intangible benefits of increased public awareness about the influx of refugees and the IRC's work in Dallas through our campaigns.
The stakeholder matrix below describes the roles and responsibilities for each stakeholder. Managing Stakeholders (MS) is the class of stakeholders that includes the project manager, the project sponsor or customer, and the program or portfolio manager. The project sponsor or customer in this case is the person paying for the project. These managing stakeholders have influence throughout the organization of and significant decisionmaking authority for the project. Customer or End-User Representatives (CU) is the class of stakeholders that includes the people who will use the project, service, or other result that the project will be producing. The success of our project will depend on consultation with and buy-in from these stakeholders. 
RESOURCES AND SKILLS REQUIRED
Because we are working with a sensitive people group who may be adjusting to American culture, and because in conducting the class we are assuming the attendees have no previous experience with information technology, there are a number of cultural intelligence competencies and skills that will be utilized to provide a comprehensive, fair learning environment for everyone. First, our team members each have a robust background in second languages and experience engaging with those from other cultures, meaning the event coordinators have developed a cultural awareness necessary to engage properly with the refugees. Additionally, our team expertise from a variety of academic backgrounds and diverse perspectives, which can contribute to how we connect with the project beneficiaries.
While the team members would need background checks if this were a recurring event, the IRC has waived that requirement because it is a one-off project. Because the project is associated with Engaged Learning, we each had to complete a short competency training through the International Review Board to ensure the ethics of the project. Additionally, this project requires we have a baseline proficiency in Windows and the Microsoft Office Suite, so we can effectively teach the course. We must also be aware of the complexities of antivirus and desktop security software, so we can overcome any obstacles with implementation and teach best practices to the end users. Working knowledge of the ESL software that is selected is also required in order to conduct the presentation on ESL software use for the refugees. 
Project Skills and Acquisition (Training)
ESTIMATED PROJECT COST
A large portion of the project depends on the Engaged Learning funding approval. The following in Figure 9 is an estimate of costs we expect to incur: Figure 9 
PROJECT MONITORING AND CONTROL
In order to make sure the project remains on track, it will be important to measure time and cost to prevent roadblocks. Each member of the team is recording their work hours on a timesheet to monitor the division of work. These time sheets will be aggregated weekly to make sure we remain on schedule. We will also measure costs in two forms: paper receipts and a spreadsheet. Any costs will be cleared by the team beforehand informally via mobile chat in order to prevent excessive spending. Regarding any potential substantial changes, our group will discuss them at our weekly stand-up meeting. Because the project has a large budget generously funded by the Engaged Learning program, our change control process will largely be submitted through their channels via the appropriate form. To formalize this approach, we have attached a slightly modified version of the change request form to this document that can be referred to under Appendix E.
The primary mechanism for communicating the project's status to the sponsor is email, with phone as a secondary mechanism for urgent tasks. Email or in-class communication will be used to communicate with the Program Manager regarding other major changes. Progress reports will be submitted to the Program Manager bi-weekly, with all updates and meeting minutes.
PROJECT TRANSITION
As decided by the team, the computer hardware and other small collected hardware will be picked up and delivered to the IRC by team members as the donations come in. The week before the event, we will schedule a day to visit the IRC and set up the computers with any needed operating system and the purchased ESL software. Immediately following the setup, we will also test the software and check our ESL presentation outline one last time to make sure that it covers everything in the software's tutorial. The computer hardware and software license will officially be under the ownership of the IRC and we will inform Alex Laywell of the details of the license (e.g. if, after we install it onto the donated computers, there are any downloads left so he can use the rest at his discretion). We will also provide the Sponsor with our PowerPoint presentation to distribute to the IRC volunteers who will be assisting us at the class, giving refugees individualized attention as needed.
On the day of the event, we will arrive an hour before the class is scheduled to make sure the computers are ready for use, the food is prepped, and the volunteer assistants have any questions they have about their roles answered. The presentation will then be delivered, concluding the execution portion of our project. The distribution of computers, software packages, and training materials will be at the IRC's discretion.
ENVIRONMENTAL CONCERNS AND PLANS
The project will have minimal environmental impact as the entire presentation will be done on PowerPoint. We are, however, choosing to be environmentally conscious in the disposal of food and trash. We will provide take out containers and invite refugees to take home extra food. Furthermore, we will recycle all paper that was used for advertising the awareness campaign.
PROJECT SHUTDOWN Reviewing Project Performance
We will be in contact with the IRC on the success of our project by holding two follow-up sessions in February and April with Alex Laywell and Case Managers who work closely with the refugees on a daily basis. Utilizing the feedback of those who participated in the class will help remove any biases we might have in measuring the project's success and will also provide convenient feedback for those refugees who may be using the ESL program from home (depending on the limitations of the license, we will encourage refugees who own computers to run the ESL program on their home device).
The project's primary lasting impact is that it provides refugees with the hardware, software, and informational resources needed to take hold of their education and improve their English skills and tech literacy at their own pace. Therefore, the team will use our critical success criteria to evaluate the project, i.e.:
 A minimum of five computers is acquired and prepared for use for refugees before the training event  ESL software is installed on the devices  A 30 minute presentation is conducted about the use of the hardware and ESL software  Feedback from Alex Laywell that 6/10 refugees in attendance found the training session helpful
Reviewing Team Performance
To review team performance, we will perform a team evaluation at the end of the project considering various documents (e.g. personal hour logs, task lists, accountability matrix, etc) to see how each person held up their responsibilities. Each person will be evaluated individually and how they performed within the team, referring to these questions:
• Did the team member contribute a fair amount of work to the completion of group assignments? • Was the team member honest about their ability to take on high-level tasks? (We are considerate of everyone's schedule, but ask that members be honest about their ability to meet deadlines for planning purposes.) • Did the team member contribute ideas toward project scope and planning? • Was the team member present at most or all group meetings? • Was the team member present during the execution of the project?
The team will be evaluated individually and how it performed will be measured using metrics such as:
• Did the team members keep strong, consistent communication with each other throughout the project period?
2 A Work Breakdown Structure is a project management tool that allows teams to organize their work into manageable parts.
• 
Documenting Lessons Learned
Lessons learned from the project will be documented in a reflection paper summarizing the project, listing preliminary feedback from Alex Laywell regarding the project (not including our feedback sessions in 2017), and listing feedback from our professor. We will then document specific ways to address the critiques and expand upon positive remarks. The reflection will also acknowledge how our project fell in line with our estimates on time, cost, and scope, and also include the team and individual team member evaluations discussed above. The reflection paper will be kept on file with other planning documents (scope statement, project plan, risk assessment, etc) and refer to these documents, such as how they lacked and succeeded in various areas. This way, when doing similar projects in the future, enhancements and adjustments can be made in the early planning stages of the project. 
APPENDIX A: DETAILED WORK
REFUGEE PARTICIPANT FEEDBACK 3
The following documents have been attached since receiving feedback from the class and evaluating the project and team's success.
The feedback below was conducted with refugee participants in person by the IRC Case Workers. All respondents are anonymous. Furthermore, Public Equity was only able to conduct one feedback session in April due to external circumstances that put the IRC in a position where they had neither the time nor resources to conduct the February feedback session. 
APPENDIX G: RETROSPECTIVE REPORT (SUMMARY AND TAKEAWAYS) Project Overview
The purpose of this project was to provide aid to refugees who need ESL courses to further their integration. The goal was to host a class for refugee participants at the International Rescue Committee after supplying them with donated and grant-sponsored computer hardware and ESL software. During the course of this project, we applied essential management skills learned in our Project Management course.
Our methodology involved three stages. In stage one, We reached out to major technology firms and computer recycling centers for hardware donations. We then held a donation drive on campus for small hardware items that could provide additional benefits to the participant's learning experience. In stage two, we purchased Rosetta Stone software from grant money provided by SMU Engaged Learning Fellowship (ELF) and installed them onto the computers. In stage three, we put together a presentation on the basics of using the computers donated to the IRC and ran the participants through the first lesson of the software program.
The project was a success. In total, seven CPUs were donated from Forerunner Recycling Center, Dallas, and the ELF grant was enough to cover additional laptops along with the ESL software. Eleven participants were present at the class and were able to take home their laptops to share with their families and friends.
Language barriers stand as a top struggle for refugees all over the world. Our project was critical because it provided an opportunity for continued language training at the participants' own convenience and own pace.
Review and Analysis of the Project
The large hardware donation portion of our project was successful as well as our presentation. Much of our success from the hardware donation comes from reaching out the businesses so early. We were able to apply for donations across multiple companies, which increased our chances of getting more units.
The small hardware donation portion of the project failed. This could have been improved by promoting the donation drive earlier so more students would have been aware that we were hosting it and would have known to bring donation items earlier in advance. Conversely, we could have focused on small businesses that we could approach individually about donations.
Overall, our previously detailed success criteria were met. We successfully acquired a minimum of five computers and prepared them for use by refugees before the training event. In the end, seven CPU units were donated and eleven laptops were purchased with grant funds for class use. The ESL software was also successfully installed on all eleven devices. The presentation about the use of the hardware and ESL software was successfully conducted, although we underestimated our time getting attendees adjusted and the presentation ran about 45 minutes rather than 30 minutes.
Several changes were made to the project during the time period between initial outlay of the project and the execution of the project. Change request forms were submitted and approved for each of the following major changes:
 Add a cybersecurity aspect to training: The preliminary scope statement included having ESL training and computer basics in the training session. During a meeting with the IRC, Alex Laywell suggested having a cybersecurity component since that would be very beneficial for the refugees. Consequently, a cybersecurity and internet usage component was also added to the scope of the presentation. The team researched and decided on Windows Defender, a pre-installed antivirus software on Windows 10.
 Shift from donations to purchase of hardware:
Initially, the project scope consisted of securing hardware donations through technology companies. We planned for this to be the main source of hardware for the training event and for the refugees to use in the future. Following conversations with companies like Dell, IBM, and TI, the team realized that the donation process timelines of these large companies did not coincide with the quick turnaround that our project required. The project scope was changed to maneuver around this impediment. The funding for D-REP was re-petitioned by the team so that laptops could be purchased with the funds that were granted.
 Eliminate consultation with ESL training providers: The initial project scope involved consulting with several ESL training providers such as the Melting Pot and Vickery Meadows Learning Center to establish the optimum ESL software for the refugees. Because of the schedule of the project and the availability of funds to purchase Rosetta Stone, this step was removed from the scope.
 Donate stand-alone CPUs: After the donation of seven CPUs from Forerunner Recycling, the project scope involved using EL funding to purchase monitors, mice, keyboards, and operating software for the CPUs, and install ELS software on them. However, the costs of purchasing these items was almost as much as purchasing refurbished laptops, which would already have Windows installed, as well as have the advantage of portability and advanced speed. After communication with Alex, it was decided that the CPUs would be donated to the IRC separately to distribute at their discretion and that additional laptops would be purchased with the funds and provided for the refugees at the training event.
Overall, the project was completed on time and under budget. Some tasks required more time than the team had originally anticipated. First, the largest schedule delays were caused due to slow communication and response time. Initial contact with the IRC took longer than planned. Reaching out to and hearing back from potential technology donors also took a longer time than planned. Additionally, applying for, getting approval for, and receiving funds from Engaged Learning also took more time than anticipated, which delayed the purchases of software and hardware. Second, purchasing laptop computers from Fry's was estimated to have a duration of 1.5 effort hours, but actually took 6 hours because of having to return non-functioning devices and testing the laptops in the store. Because of the returns, the schedule was affected and had to be extended from 1 day to 3 days. Third, installing Rosetta Stone was expected to last 4 days, but because of the delay caused by having to exchange some laptops, which was a preceding activity, it actually took longer. Finally, we anticipated needing 5 days to prepare the ESL training presentation, however, the team was able to complete the presentation in 2 days, which allowed time to work on installing the Rosetta Stone software on the laptops.
The project remained largely on budget. Major changes involved reallocating funding to purchase of hardware devices instead of on organizing donation drives and events. Despite the change, D-REP did not exceed the allocated budget. The largest costs were of hardware and software purchases. Cost of food was below budget. However, shipping of Rosetta Stone was not accounted for and therefore extra funds from the food budget were allocated to shipping costs.
Lessons Learned
There are a number of lessons from our final analysis of the project and these will provide insight for future projects. First, communication with the project sponsor is highly valuable, but should not be excessive. While we were aware of the necessity of strong communication, we underestimated the difficulty of connecting with the project sponsor. Given today's political climate, the IRC is very resource-strapped and therefore must coordinate a wide array of fundraising projects. For this reason, it was sometimes difficult to coordinate our schedules with the project sponsor. In the future, it may be helpful to have a weekly standup meeting to make sure everyone receives the updates in a timely manner. Second, we learned that flexibility goes a long way. Though we felt like we over-prepared for the project, we still did not realize that the curiosity of the refugees would be the ultimate driver of the pace and style of the English language session. Once we became cognizant of the need to keep the presentation in a flexible, quasi-montessori style, we found that the refugees gained the most benefit. With the amount of planning we had, we were ready for anything. However, we still needed to be aware that a plan should be able to change at any time. In the future, this balance between organization and flexibility will come in handy on a number of projects. Third, we understand the value of division and specialization of labor. Each of our team members came into this project with a variety of individual strengths and skills and from the beginning, we coordinated tasks in line with each person's aptitudes. We were incredibly fortunate to have a team with a diverse array of talents allowing each person to lead a component of the project. In the future, we will each continue to build teams that allow for a small group to have a wide scope of potential impact. Fourth, having more money is very helpful for projects like this one. Applying for Engaged Learning was a phenomenal way to institutionalize our project and receive additional funding to operationalize our intended goals. Receiving three fellowships supported an injection of cash that allowed for the purchase of eleven laptops and licences of ESL software. Despite the substantial grant received, the group could have scaled this project further with additional funding. In the future, the group will attempt to expand thier options for financial capital so that projects can be implemented on a large and sustainable scale.
Role of Civic Engagement
With SMU's increasing commitment to shaping world changers in the Dallas community, it is more important than ever to build a university legacy of civic and community engagement. Our engagement specifically targeted a vulnerable refugee population segment that faces seemingly perpetual obstacles to resettlement and integration. By using a human-centered design approach from external projects, we realized that one of the key needs to improving the quality of life for this population was to provide a fundamental background in English language training. As many of these refugees are new to the United States from oppressive regimes and we wanted to provide a welcoming and educational environment to demonstrate an engaged Dallas community.
Our work had a number of success stories, particularly noted in recognition by SMU and the KERA radio news service regarding the community impact of refugee resettlement work. Beyond the traditional media outlets, we received more personal accolades alluding to the success of the program. For example, we received an email with a quote from a Congolese beneficiary saying: "This a dream come true. I still can't believe it." 3 Regarding the business sector, where most of Public Equity's team members will settle upon graduation, we feel this beneficiary's quote reflects why companies should devote time to improving their corporate social responsibility and furthermore their triple bottom line. As social impact will take a greater role in the twenty-first century, it is important to train tomorrow's business leaders on the importance of mitigating today's social challenges. These projects promote a cognizance of cultural intelligence that will build the social acumen necessary to shape future business and policy.
